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MAY -7 2007

SUBJECT: EOP — Official Time Policy

TO: All NRCS Employees File Code: 230

As Chief, I am firmly committed to ensuring that the Natural Resources Conservation Service
(NRCS) complies with the Equal Employment Opportunity (EEO) Commission and the
Department of Agriculture guidance on representation and official time for employees engaged
in the EEO complaint process.

The purpose of this policy statement is to clarify “official time” for the purposes of pursuing an
EEO complaint.

. Lancaster

Helping People Help the Land
An Equal Opportunity Provider and Employer

























EEO COMPLAINT
REQUEST FOR OFFICIAL TIME

Name:

Area:

Address:

Telephone: Fax: E-mail:

Approved Working Hours (Example: 8:00am to 4:30pm)

Request for hours for:

Preparation/Meeting with Counselor
Preparation/Meeting with EEOC, Attorney, Agency Official, etc.

Statement:

Approved: Denied:
Name Name

If denied, please state reasons:
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